You can make topic area wider by clicking the X over the contents.

Update 26 November 2007 (Version 6.09):

Increased First time login Verification — when a member is initially loaded into the TPAX, they will need to complete an
authentication information screen. If the information is not correct, the system will not allow you into Tpax, if it is correct
member will be taken to Tpax profile to be completed. Members will be able to log in using the just created password.

TPAX Initial Logon

Printer friendly version of these instructions.

Start Internet Explorer and navigate to this link:
http://cgweb.fincen.uscqg.mil/metaframe.htm and click the link “Launch TPAX Application” link in the
right-hand column of the page.
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If this is the first time you have accessed the Citrix Metaframe, you may get this notice.

A screen may come up asking you what permissions you want
a. Click “Full” permissions
b. Click “Never ask again for any application”


http://cgweb.fincen.uscg.mil/metaframe.htm

ICA Client File Security X]

A server application is trving to access your
local chent files.

What access should be allowed?

" NoAccess
(" Read Access
f* Full Access

Do you want to be asked again?

" Always ask me once per connection
" Nevet ask me again for this application

(¢ Never ask me again for any application
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Note: You may also access the Login page for TPAX from the this online help file
(http://mvww.uscg.mil/hg/psc/t-pax/webhelp/) click on the Use T-PAX topic in the table of contents.

You will get the below screen


http://www.uscg.mil/hq/psc/t-pax/webhelp/

| « T-PAX - Login

Travel Preparation And Examination System

Follow these steps to establish your TPAX user profile:

Step Action

1 Enter your Employee ID number into the User ID field.

2 Click the "Forgotten or No Password"button.

1. Complete the Authentication Information.
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i, First Time Login Yerification -_
Tuesday, Mowvember 20, 2007

— Authenhication Information

Fleaze enter all of the following information o werify
wovy identity and edit your T-P&x traveler profile.

SSN: ||

Last Marme: First M arme: k. |

Employee Status: IEmpID_I,IEE

i
i

Grade/Rank: I

Werify [ Canicel [ Help

2. Click the Verify button

You then should see this box come up, and you must select Accept, and click Ok.
(=154

l The Travel Preparation And Examination System [T-PAX] iz the zole
property of Profeszional Software Consortium, Inc. [PSC] of New Jersey,
It iz hicenzed o agencies of the United States Government according to
licensing agreements anmanged with each agency. T-PAX iz licenzed for
production use only. It iz not to be installed in a non-production
environment without the express wiitten consent of Professional Software
Conzortium, Inc. |t cannot be distributed to US govermmment facililies rnot
{icensed lor ity use, to any non-govemmental agency, nstalled in traming
schools, or installed in test/evaluation facilitie: without the express
willlen congent ol PSC,
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You should be brought to a screen that has your Traveler view showing.




T -I*ﬁx (Traveler "u".it'ﬂﬂ;l']

5 Click on the black silhouette profile icon:
Q
Or the “Profile” drop down list, and select “Modify Or View”.
16 Complete the Personal profile:
e Enter your Salutation (Mr. Mrs, LT. ect.)
e Ensure your organization is completed,
o Verify your service.
w [raveler Account
Hokde of Gt Conct Canst I
[COWAST GLIARD
7 Click the Address/Contact tab OR click the next button at the bottom left corner to go to the




next page.
Addregz/Contact

Address/Contact page:

o Please ensure that you enter your home, and work mailing address.

o Enter your work e-mail address in the proper spot, and check the primary address
box. This will ensure that you receive the notification from your AO when your claim
has been approved. You will receive an e-mail from the system when your claim is
completed by PSC. This is also the e-mail address that will be used, by the system, for
forgotten password resets.

¢ You can choose to enter two e-mail addresses and check both for delivery, and you will
get the notification at both locations.

| = I'raveler Account
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Click the TPAX Information tab OR CLICK the next button at the bottom left corner to go to

the next page.

' T-P&x Information

TPAX Information page:

o Enter a new logon password; it must be nine characters, with one capital letter, one
lower case letter and one number (example: Zrp4x83yq). You may not use special
characters.

o Repeat this same password in the re-enter block.

o Enter a secondary password, and re-enter it again.

You may choose to have the same password for both your logon password, and your

secondary password.

Under Authentication Information, you will need to enter your mother’'s maiden name,

Your town of birth (you may use spaces in the city), and

Your date of birth (in MM/DD/YYYY format).

If you know who will be approving most of your claims, you may select a default

Authorizing Official at this time

e You may designate a Unit Representative. This will allow the selected individual to
view the traveler/AO box/claims and certain profile information to assist with any




problems the traveler/AO may be having.
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Click the OK button in the bottom right corner to save all of your profile information.

You are now able to enter a claim, or authorization.




Please remember to keep the information in this profile up to date, and ensure that anytime
your e-mail address changes, you must update it to continue to get your notifications from the

system.

11 Congratulations on completing the TPAX Initial Log On.
Refer to http://www.uscg.mil/hg/psc/travel/t-pax/webhelp/ for instructions on creating
authorizations and claims.

12 Click the Logout button to exit the system. End of Procedure.

Printer friendly version of these instructions.

Questions, problems, need more information or have a comment?
Submit an Online Trouble-Ticket/Info Request or call
(866) 772-8724 (toll free) or (785) 339-2200 -- 0700-1600 M-F (central time) and select weekends as posted
on http://www.uscg.mil/hg/psc/ccb/
(Note: Password resets are not provided via telephone. Use the Online Trouble-Ticket for password problems)



http://www.uscg.mil/hq/psc/travel/t-pax/webhelp/
http://www.uscg.mil/hq/psc/ccb/

